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About Creating Non-Federal Recurring Contracts

In order to create a recurring contract, you must first create a recurring product. Define the start date
and schedule and each time the plan is eligible for billing, the system generates the appropriate invoice
lines and sends them to the Billing module along with the accounting distribution for processing.

There are three steps that must be followed to create a recurring product. A Revenue/Bill Plan template
must be created for the number of billings (ex: 3 months, 6 months), the Product must be created, and a
Distribution set created.

When creating a Recurring Product in Cardinal you will first create the Recurring Revenue/Bill Plan (if
needed), create the Product Definition, Attribute by Unit of Measure, Assign the List Price, Assign the
Product Group, and finally associate the new product with a Distribution set and Distribution Code. If the
Revenue/Bill Plan Template already exists, this step is skipped.
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To Create Recurring Revenue/Bill Plan Template:
The user needs to validate that a revenue/bill plan template has not been created for the number of

1.
months that the contract will need to produce a bill. Navigate using the following path:

Set Up Financials > Product Related > Contracts > Templates > Revenue/Billing Plan

Template

Favorites = ‘ Main Menu » SetUp Financials/Supply Chain» > ProductRelated» > Coniracis» » Templates» > Revenue/Billing Plan Template

Revenue/Billing Plan Template

Enter any information you have and click Search. Leave fields blank for a list of all values.

I Find an Existing Value I Add a New Valug

w Search Criteria

SeflD|= v 50100

e

Plan Template ID|begins with v |REC
Plan Methed = v

Description| beging with v

O case Sensitive
Limit the number of results to {up to 300): {300

]
| Clear | Basic Search B save Search Criteria

On the Find an Existing Value tab, enter REC in the Plan Template ID field.

2.
3. Click the Search button.
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=]
Search Clear Basic Search [@" Save Search Criteria

Search Results

View All First ‘&) 1arerar 2/ Last
SetiD Plan Template ID Plan Method Description
Recurring  Recurring - Monthly - 1
50100 RECUR_10 Recurring Recurring - Monthly - 10
50100 RECUR_11 Recurring Recurring - Monthly - 11
50100 RECUR_12 Recurring Recurring - Monthly - 12
50100 RECUR_120 Recurring Recurring - Monthly - 120
50100 RECUR_12Q:  Recurring Recurring - Quarterly 12
50100 RECUR_15 Recurring  Recurring - Monthly - 15
50100 RECUR_16 Recurring Recurring - Monthly - 16
50100 RECUR_I1T Recurring  Recurring - Monthly - 17
50100 RECUR_18 Recurring  Recurring - Monthly - 18
50100 RECUR_180 Recurring Recurring - Monthly - 180
50100 RECUR_19 Recurring  Recurring - Monthly - 19
50100 RECUR_2 Recurring Recurring - Monthly - 2
50100 RECUR_20 Recurring  Recurring - Monthly - 20
50100 RECUR_24 Recurring  Recurring - Monthly - 24
50100 RECUR_26 Recurring  Recurring - Monthly - 26
50100 RECUR_2Q2 Recurring Recurring - Quarterly - 2
50100 RECUR_3 Recurring Recurring - Monthly - 3
50100 RECUR_30 Recurring  Recurring - Monthly - 30
50100 RECUR_33 Recurring  Recurring - Monthly - 33
50100 RECUR_36 Recurring  Recurring - Monthly - 36
50100 RECUR_38 Recurring Recurring - Monthly - 38
50100 RECUR_3Q Recurring Recurring - Quarterly - 3
50100 RECUR_4 Recurring  Recurring - Monthly - 4
50100 RECUR_46 Recurring  Recurring - Monthly - 46
50100 RECUR_48 Recurring Recurring - Monthly - 48
50100 RECUR_S Recurring Recurring - Quarterly - 5
50100 RECUR_5M Recurring  Recurring - Monthly - 5
50100 RECUR_& Recurring  Recurring - Monthly - &
50100 RECUR_G0 Recurring  Recurring - Monthly - 60
50100 RECUR_GQ Recurring Recurring Quarterly-6
50100 RECUR_T7 Recurring  Recurring - Monthly - 7
50100 RECUR_T7Q Recurring  Recurring - Quarterly - 7
50100 RECUR_& Recurring  Recurring - Monthly - 3
50100 RECUR_9 Recurring  Recurring - Monthly - 9
50100 REC_3 Recurring  Recurring Monthly-3
50100 REC_4Q Recurring  Recurring Quarterly-4

Find an Existing Value | Add a New Value

4.  If template is not found, then user must create a new one. If it exists skip to step 16.
If creating a new one, go to step 5.

5. Click the Add a new Value tab.
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Favorites ~ Main Menu ~ > SetUp Financials/Supply Chain ~ > ProductRelated ~ > Confracts » > Templates = >  Revenue/Billing Plan Template

Revenue/Billing Plan Template

[ Find 2n Existing Value || Add a New Value

SetiD (50100 | Q)
Flan Template ID RECUR_14
Plan Method | Recurring e

Find an Existing Valug | Add a Naw Valug

6. Enter Plan Template ID field (RECUR_number of bills).
If quarterly, add the letter Q behind the number of bills (i.e., RECUR_14Q)

7.  Select Recurring as the Plan Method.
8.  Click the Add button.
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Favorites v ‘ Main Menu v > SetUp Financials/Supply Chainv > ProductRelatedv > Contractsv > Templatesv > Revenue/Billing Plan Template

Revenue/Billing Plan Template

SetlD 50100 Plan Template ID RECUR_14 Plan Method Recurring
I *Description |Recurring Monthly-14 ‘ |

Number of Events| 14|

Schedule ID [MONTHLY12 |Q

Automatically Ready Plan Basis Date Determination
M Activate Contract Basis Date Source Basis Date Option
Process Amendment O contract Sign Date O Use Basis Date
O Approve Renewal O current Date OlLast Day of Month
0O Ready Prepaid ® Contract Line Start Date ® Specify Day of Month
Day 15 v
lilsave ||=]Notify || Refresh | |E% Add || 2] Update/Display |

Enter the Description.
Enter the Number of Events.
Select the Schedule ID.

Under the Automatically Ready Plan section, select Activate Contract and Process
Amendment.

Under the Basis Date Determination section, select Contract Line Start Date as the Basis Date
Option click the Specify Day of the Month.

Select the day of the month under the Specify Day of Month in the Basis Date Option section
and select the day. For this scenario, Day 15.

Click the Save button.
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To Create Recurring Product:

16. Navigate using the following path:
Main Menu > Products > Identify Product Details > Definition

Favorites = Main Menu = > Products = > Identify Product Details = >  Definition

Product Definition

FEind an Existing Valus Add a New Value

SetiD|50100 (3
Product I REC_PROO4_2750 ')

Add

Find an Existing Value | Add a Naw Value

17. Click the Add a New Value tab.

18. Enter the Product ID. It will be the prefix REC_ followed by a combination of the Category Code
and Recurring Amount (i.e., REC_PRO04_2750).

19. Click the Add button.
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Favorites = | Main Menu = > Products = > Identify Product Detalls » >  Definition

Definition ICUntracts Options I

SetlD 50100 Product ID REC_PROD4_2750

*Product Use [Contracts Only |

U Product Kit

*Descriptimi Recurring Coniract - 32750.00 I

Long Description Wl

254 characters remaining
Catalog Number

Model Number “Status | Active v|
Product Brand Q, Product Category
*Physical Naturel] Goods v| Where Performed | )
Wiew Product Image WAT Default WAT Service Treatment Setup
[E]save ||[=] Notify 4 Add || ] Update/Display

Definition | Contracts Options

The Definition tab displays. Inthe Product Use field select Contracts Only.
In the Description field enter Recurring Contract-$Amount.

In the Physical Nature field select the appropriate option Goods or Services. For this example, it
is Goods.

Click on the Contracts Options tab.
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Favorites = Main Menu > Products = > ldentify Product Details = >  Definition

Definition Contracts Options

SetlD 50100 Product ID REC_FROD4_2750 Recurring Contract - 32750.00
“Price Type [Recurring v|
*Recognition Method | Billing Manages Revenue v|

U Third Party Flag
L] Renewable

Percentage (% of Total Contract Amount
(O 94 of Contract Lines
Templates
Revenue Plan aQ,
Billing Plan RECUR_14 ()
Bill Plan Detail Template ID|PROJE_CCT |
Renewal Plan Q,

Save ||[=] Notify [Ef Add || 5] Update/Display

Definition | Contracts Oplions

In the Price Type field select Recurring.
In the Recognition Method field, select Billing Manages Revenue.

In the Templates section, the Billing Plan will associate the length of the product.
In this example: RECUR___14 is for monthly recurring amounts for 14 months.

The Bill Plan Detail Template ID defaults billing information such as Bill Source, Bill Identifier and
Bill Cycle Identifier on the recurring invoice. Select the appropriate option based on your project.
For this example, it is PROJE_CCT is Non-Federal Project — CCT.

Click the Save button.

Rev 8/15/2019 Page 8 of 33



’)Cardinal Project Accounting Aid
V4

29.
30.

501 PA354 Creating Non-Federal Recurring Contracts

Favorites « ‘ Main Menu = » Products = » |ldentify Product Details « | »  Definition
Definition Contracts Options D Definition
E  Attributes by UOM
SetlD 50100 Product ID REC_PROQ D Assign List Price
D Assign Product Group
“Price Type |Recurring

*Recognition Method [Billing Manages Revenue v|

U] Third Party Flag

[ Renewable
Percentage (O %, of Total Contract Amount
()% of Contract Lines
Templates

Revenue Plan o}

Billing Plan RECUR_14 |Q)

Bill Plan Detail Template ID|PROJE_CCT |
Renewal Plan a

E| Save E\-‘“ Return to Search | (=] Notify E, Add |[ B Update/Displa

Definition | Contracts Options

Navigate using the bread crumbs at the top of the page. Click the Identify Product Details link.
Click Attributes by UOM menu item.
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Favorites + | Main Menu + > Products » > Identify Product Details » > Atiributes by UOM
Attributes by UOM
SetlD 50100 Product ID REC_PROD4_2750 Recurring Confract - $2750.00

Standard Unit of Measure

uom Find | View All First ‘4’ 10f1 ‘&' Last
[ Default UOMEEA |Q Minimum Order Quantity Price Ersonalize [ViewAl | & First [=]
rice
. - . . 10f1 ' Last
Pricing Option Maximum Order Quantity

Minimum Selling
L Price *Currency
PricingUOM[Yes | Increment
Q =l

|'L=l‘|Sa1.re '!-._3?‘ Return to Search | |[=] Notify |

31. Select EA in the Unit of Measure in the UOM field. For recurring contracts, the UOM is always EA.
32. Click the Save button.
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Favorites ~ Main Menu ~ > Products + Attributes by UOM

Definition

E]
£ Attributes by UOM
E
B

Attributes by UOM

SetlD 50100 Product ID REC_PR

Assign List Price

Assign Product Group
Standard Unit of Measure

UOM Find | View Al First ‘4’ 10f1 '}
[ pefault *UOMEA O Minimum Order Quantity Price Personalize | View Al | £ First ‘4
. . . . 10f1 '} Last
Pricing Option Maximum Order Quantity » _
B Minimum Snﬂ!_lir;g *Currency
Pricing UOM Increment
a HiE
| Save 2" Return to Search | Motify

Last

#H[=

33. Navigate using the bread crumbs at the top of the page. Click the Identify Product Details link.

34. Click Assign List Price menu item.
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Favorites « | Main Menu « > Producits » » Identify Product Defails + > Assign List Price

Assign List Price
SetlD 50100 Product ID REC_FPROD4_2750 Recurring Confract - $2750.00

Purchase in this UOM Find | View All First ‘4’ 10f1 "2/ Last

Unit of Measure EA Each

Purchase in this Ship From BU Find | View All First ‘4 10f1 "}/ Last
Inventory Unit *Currencylm‘ =]
Pricing Details Personalize | Find | View Al | 22| [ First ‘&' 10f1 '}/ Last
*Effective Date *Status List Price CostiUnit Usage MSRP
|'12F05;'2EI11 I;I Active w 2750.0000 0.0000 [+] [=]

I,_,‘lll Save I [@h Returnto Search | |[&] Motify

The information for your product displays. Select the USD value in the Currency field.

In the Pricing Details section of the page, select the Effective Date for the project. This date
should always be 12/05/2011. This date determines when the product is available for use.

Enter the recurring amount in the List Price field. The List Price determines the amount for each
recurring bill.

Click the Save button.
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39. Navigate using the following path:
Products > Identify Product Details > Assigh Product Group
Favorites = Main Menu - » Products » » Identify Product Defails » » Assign Product Group
Assign Product Group
SetlD 50100 Product ID REC_PROD4_2750 Recurring Contract - $2750.00
Groups Personalize | Find | View Al | | = First ‘4 10f1 '}/ Last
*Group Type *Product Group Descr F;ln;gg Frimgrr}:raﬁ‘;icing
ﬂCcntract || REC_CONCCT [, Recurring - Constr Cty Co Twn O O ] [=]
2" Return to Search =] Notify

40. Inthe Group Type field select Contract.

41. Inthe Product Group field enter the appropriate value. This field determines where the product
will be found when searching for the product on the contract. For this scenario, it is
REC_CONCCT.

42. Click the Save button.
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43. Navigate using the following path:
Set Up Financials/Supply Chain > Common Definitions > Distribution Accounting >
Distribution Sets
Fawvorites « ‘ Main Menu - » Set Up Financials/Supply Chain » > Common Definitions » » Distribution Accounting » >  Distribution Sets
Distribution Sets
Find an Existing Value Add a New Value
Business Unit 50100 |3,
Distribution Set ID NEXT Q,
I Document Type | Contract v|
[ Add |
Find an Existing Value | Add a New Value
44. The Business Unit defaults to 50100. Do not change it.
45. The Distribution Set field defaults to NEXT. Do not change it.
46. Inthe Document Type field select Contract.
47. Click the Add button.
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Favorites = | Main Menu « » Set Up Financials/Supply Chain ~ > Common Definifions » » Distribution Accounting - > Dis

' Distribution Sets Disfribution Percentages |

Unit 50100 GL Business Unit 50100
Distribution Set ID NEXT Document Type Contract
Distribution Set Description Find | View All First ‘4 10f1 ‘®' Last

*Effective Date |[12/05/2011 |[5] *Status | Active v| [+][=]

Product ID REC_FPRO04_2750

)

Product Group a,

Customer a,

Customer Group L

Region &}

Order Group Q
Inventory Business Unit Q)

Distribution Type L

[{lsave ||=]Notity | |Es Add || &] Update/Display || &7 Include History | [[ Correct History

Disfribution Sets | Distribution Percentages

48. The Effective Date should always be entered as 12/05/2011.

49. Enter the Product ID. The Product ID is the new Product ID created.
50. The Status field will be defaulted to Active. Do not change it.

51. Click the Distribution Percentages tab.
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Favorites =

Main Menu -

> Set Up Financials/Supply Chain ~ > Common Definifions + : Distribution Accounting ~ >  Distribution Sets

| Distribution Sets |

Distribution Percentages '

Unit 50100
Distribution Set ID MNEXT

Distribution Sets | Distribution Percentages

GL Business Unit 50100

Document Type Contract

Distribution Percentages
Effective Date 12/05/2011 Status
Revenue Personalize | Find | View All | | E First ‘4’ 1 0f1
Distribution ) Last
Sequence *Revenue Code *Percentage
I1 PROJEPROD4 iy 100.00 [=]

Find | View All

Active

First '

b Last

(=]

101

Rewvenue Percentage Total

100.00

|EF add || 5 Update/Display

& Include History

[7» Correct History

52. Inthe Revenue Code field, select a Revenue Code that is appropriate for the Product created. GL
Chartfields are attached to the Revenue code and default on the Revenue line of the product.

53. Click the Save button.
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Creating a Non-Federal Recurring Contract
The Create Customer Contracts process for non-Federal recurring contracts involves the following steps:

Creating contract header- When you create the contract header you define information for the entire
contract, this may include the contract signed date, the contract administrator and the contract type.

Creating contract line(s)- Contracts may have more than one contract line. However, most recurring
contracts will only have one. At this level, a product is chosen that defines the contract as recurring.

Update Distribution- The project value must be defined on the distribution.

Associating project and activities- Projects and activities are associated to a contract line on the Related
Projects page. Unlike rate based contracts, the same project-activity combination can be associated with
more than one contract line for a recurring contract. After you create the contract, add product(s), set the
limits, and associate the project activity(s), the contract is ready to be set to Active. Activating a contract
indicates that all data for the contract is in Cardinal. When changing the contract status, you can only
move forward. Once the contract is set to Active, it cannot be set back to Pending and once Closed, it
cannot be set to Active.
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To Create the Contract Header

1.

o o M w N

Navigate using the following path:

Customer Contracts > Create and Amend > General Information > Add a new Value

Favoriies = Iain Menu « » Customer Coniracis » > Create and Amend = > General Information

General Information

Find an Existing Walue Add a New Value

Business Unit 50100 |3
Confract | NEXT
|S|:|I|:I To Customer (0000000147 IQ
Confract Classification[Standard ]

Separate Fixed Billing and Revenue

Separate As Incurred Billing and Revenue

Add

Find an Existing Value | Add a New Value

The Business Unit field defaults to 50100. Do not change it.

The Contract field defaults to NEXT. Do not change it.

Select the Sold to Customer by choosing the customer number of the customer that is to be billed.
The Contract Classification defaults to and should ALWAYS be Standard. Do not change it.
Click the Add button.

NOTE: The contract cannot be setup until the customer is created in the system.
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Favorites v ‘ Main Menu v > Customer Contracts v > Create and Amend v > General Information
: IRCERTY
wnes |
Contract Number NEXT Sold To Customer B & B SIGNAL CO. LLC
*Contract Status[PENDING Q
| Copy From Contract [l Add to My Contracts |
I Description [Property damage contract | I Processing Status Pending
Contract Admin Q Amendment Status
Region Code | Q Business Unit VA Dept of Transportation
|_contract Type 0 Q| Contract Classification Standard
Currency Code |USD Q Last Amended
Exchange Rate Type [CRRNT v| Last Update Date/Time
I Contract Signed [08/14/2012 B I Last Update User ID
Contract Role Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:
Revenue Profile
Use Project ChartFields: V'
D)ther Information
O Template Contract Parent Contract| Q
[Imaster Contract Master Contract| Q
O Legal Review Complete I Legal Entity STATE QI
[credit Check Complete Purchase Order| ]
[Jcontains Cotermination Lines Proposal ID|
I Federal Region Code|03 | I
» Summary of Amounts (2
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data Go To |More v|
) Save | |3 Add|[ 2] Update/Dispi4
General | Lines

Enter information in the following fields:
a. Description —this field is a short detailed description of the contract.
b. Contract Type — select the appropriate contract type. For this example it is O (Other)

c. Contract Signed - this date defaults to the current date. It should be changed to the date
the agreement was signed with the third party customer. This date will also default the date
of the accounting distribution.

Expand the Other Information section.

In the Legal Entity field select STATE.

Federal Region Code field defaults to 03 (FHWA). Do not change this value.
Click the Save button.

Click on the Lines tab.
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Favorites v ‘ Main Menu v > Customer Contracts v > Createand Amendv >  General Information
| New Window | H

General | Lines |

Sold To Customer B & B SIGNALCO., LLC
Contract Status PENDING

Contract Number NEXT

| Add ContractLines || Add Default Kit |

Contract Lines (? PersonalizelFinleewAlll@l @ First ‘4" 10f1 ¥ Last

| General \ Detail H Billing Amount Details \ Revenue Amount Detalls \ Contract Liability H Renewals .

) 3 AR S Hold Billingon ' Hold Revenue on .
Actions Line Product Description Price Type Unpaid Cost  Unpaid Cost Standalone Sale Bundle Product Kit  Start Date End Date *Status
Actions Active

¢ >
Biling Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo [More v|

[elsave |[=]Notty | [T Add [ ] Undate/Displey

General | Lines

Each contract line represents a unique contract product that is associated with its own accounting
distributions, limits, billing plans, and revenue plans. Click Add Contract Lines button.
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Favorites = Main Menu - > Customer Confracts ~ > Create and Amend » > General Information

General Information

Add Contract Lines

Search (2
Product Group Q [ Product Kits
Product [ ] Renewable
Product Description
| Price Type | Recurring L) |
Physical Nature N
Search
Create Adhoc Product Return to Contract Lines

You can use the parameters to narrow your search results. Set the Price Type field to Recurring
(setting this price type automatically brings up non-Federal products, since only non-Federal
contracts can have recurring contract lines).

Click the Search button.
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Favorites ~ ‘ Main Menu ~ > Customer Contracts ~ > Create and Amend » > General Information
| New Window | Help | Personalize Page | = A
General Information
Add Contract Lines
Search (2
Product Group| (<3 O product Kits
Product | | I Renewable
Product Description
| W X
Physical Nature W
| Search |
Search Results (7 Personalize | Find | View Al | 2] [
General | Templates
Product Description Price Type ::a’ari;al Product Kit *Fee Type Start Date End Date Renewable Renewal Action Quantit

. 8 P o B s s S N pap S

ey ~.
WWU\MW\M\MM AT NN NN g NIV
[0 34REC_PRO03_602 20 Recurring Confract - §602.80 Recurring Goods N None @ N [
[0 35REC_PRO03_683.75 Recurring Contract - $683.75 Recurring Goods N None B N
E 36 REC_PRO04 2750 Recurring Contract - $2750.00 Recurring Goods N None 03/14/12019 |5 N
[0 37REC_PROD4_3154 51 Recurring Contract - $3,154.51 Recurring Goods N None Eﬂ N
[0 38REC_PRO04_9211.25 Recurring Confract - $9,211.25 Recurring Goods N None @ N
[] 38REC_PROODS 102283 Recurring Contract - $102,283 Recurring Goods N None B N
M 4nDCA DDANE 4R 900 Gnrurinn eantract €45 900 A0 Dorurinn Fonde N Mann [ n
™ Select Al O clear Al
Create Plans from Template Combine Like Templates
M Billing Plans Billing Plans
[ Revenue Plans ¥ Revenue Plans
[ Renewal Plans
I daconiacttines | create agnoc Proguct Return to Contract Lines

All products with a Price Type of Recurring display below the search box. Select the check box
next to the product that you plan to use.

Enter the Start Date in the correct field. This is the date that the contract was signed.

The Create Plans from Template and Combine Like Templates checkboxes default as selected.
Do not change them.

Click the Add Contract Lines.

NOTE: The schedules associated with the recurring products are all configured to have a start date
on the 12™ of the month. If you enter a date prior to the 12" of the current month, then the start date
changes to the 12th of the current month when you save the contract line. If you enter a Start Date
that is after the 12" of the current month, then the Start Date changes to the 12™ of the following
month when you save the contract line.
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Favorites « | Main Menu + i

General Information

Add Contract Lines

Search (7

Product Group
Product
Product Description

Customer Confracis =

Price Type | Recurring

v

» Create and Amend ~ : General Information

a [ Product Kits

[ ] Renewable

Physical Nature |

v

| Search |

| 1 line(s) have been added to the mntract|

Create Adhoc Product

Return to Contract Lines

19. The Add Contract Lines page returns. A message displays indicating that 1 line(s) have been

added to the contract.

20. Click the Return to Contract Lines hyperlink.
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23.
24,

501 PA354 Creating Non-Federal Recurring Contracts

Favorites » | Main Menu » » Customer Confracts » > CreateandAmend » > General Information
| New Window | H
General || Lines |
Contract Number 0000001991 Sold To Customer B & B SIGNAL CO., LLC
Contract $tatus PENDING
| Add Contract Lines | Add Default Kit |
Contract Lines (¢ Personalize | Find | View ll | @] B om0 1001 0 et
General I Detail IEiIImgAmoumDetails | Revenue Amount Detais || Contract Liabiity | [F55
Actions Line Product Description Price Type Standalone Sale Bundle Start Date End Date *Status Supplemental Data
~ Actions 1REC_PROD4_2750 Recutting Contract - § Recurring O Q. etarnte F 101112020 Supplemental Dat;
< >
Billing Plans Revenue Plans Milestones Renewals Amount Allocation Supplemental Data GoTo [More v]
[Z] Notify | [EhAgd || 7] UpdateiDisplay |

(General | Lines

The Contract Lines tab displays and the product selected appears as one of the contract lines.
Click the Save button.
The End Date calculates based on the number of events for the product in this case eight.

Click the Detail tab under the Contract Lines section of the page.
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Favorites ~ | Main Menu ~ > Customer Coniracts » >

Geperal Lines

Contract Number 0000001991

Create and Amend » >  General Information

| New Window | H

Sold To Customer B & B SIGNAL CO., LLC
Contract Status PENDING

| Add Contract Lines

Add Default Kit

Contract Lines (2

Personalize | Find | View Al | Y | B First ‘&' 10f1 '} Last

Actions Line Product Description

|[Fsave ||[=] Notify |

General | Lines

BGeneral || Detail || Billing Amount Details || Revenue Amount Details H Confract Liability ‘

Price Type Billing Plan Revenue Plan Contract Terms Accounting Internal Notes  Ship to Cu:
N : Billing Manage: e
- Actions 1 REC_PRO04_2750 Recurring Contract - § Recurring Pending Revenue Contract Terms Disfribution Internal Motes B & B SIG
< >
Billing Plans Revenue Plans Milestones Renewals

Amount Allocation Supplemental Data

GoTo [More v

(4 Add || 7] Update/Display

25. The Contract Lines Detail page displays.

Rev 8/15/2019

Click on the Contract Terms hyperlink.

Page 25 of 33



1/Cardinal Project Accounting Aid
V4

501 PA354 Creating Non-Federal Recurring Contracts

Favorites = | Main Menu = > Customer Confracts v > Create and Amend~ > General Information > Contract Terms
Related Co
Related Projects
B
Contract Number 0000001591 Sold To Customer B & B SIGNAL CO., LLC
Amendment Number Contract Status PENDING
Contract Line q Price Type Recurring
Product REC_PROD4_2750
Description  Recurring Confract - $2750.00
PC Business Unit|50100
Associated Projects & Activities Perzonalize | (] First 4/ 1of1 "B Last
*Project *Activity _?;J;;ce Category Subcategory Description
DO00014603 |y (731 d Q, Q Q_ U000134v42 P101,R201,C501,B618 [=]
Create Project | | Create Activity |
Return to General Information
Amount Allocation
[5] save 1 b Return to Search 1 'El Notify C Refresh | 4 Update/Display Q Include History 1 D Correct History 1

26. The Related Projects page displays. Select or enter the PC Business Unit (for VDOT 50100).

27. Determine which project/activity combination is to be billed under the contract line. The first activity
within the phase being billed should be added.

28. Inthe Associated Projects & Activities section, enter the Project ID or click the lookup icon for a
list of available projects. For recurring contract lines, only a single project/activity combination can
be associated with one recurring contract line. This project/activity combination is then associated
with the recurring billing events each time they are generated and sent to Billing.

NOTE: The same project/activity combination can be associated with multiple recurring or amount-
based contract lines. The limitation seen with rate-based contract lines does not apply to recurring
and/or amount-based contract lines.

29. Click the Save button.

30. Click the Return to General Information hyperlink.
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//) Cardinal

31.
32.
33.

Project Accounting Aid

501 PA354 Creating Non-Federal Recurring Contracts

Favorites + ‘ Main Menu + > Customer Confracts + > Createand Amend » :  General Information

General || Lines

|E§1
Contract Number 0000001984 = Sold To Customer B & B SIGNAL CO_ LLC
Contract Status PENDING
| Add Contract Lines [ Add Defaut Kit

Contract Lines (7
General || Detail || Biling Amount Details | Revenue Amount Details || Contract Liability ‘

Actions Line Product Description Price Type Billing Plan
= Actions 1REC_PROD4_2750 Recurring Confract - § Recurring Pending
<
Billing Flans Revenue Plans Milestones Renewals Amount Allocation

|F)save ||Eh Retunto Search | |[=] Nofify |

General | Lines

| New Window |

PersonalizelFind[\ﬁewAI\I@[E First ‘4 1of1 » Last

Revenue Plan  Contract Terms Internal Notes  Ship to Cu

Billing Manages

Revenue Contract Terms Distripution Internal Notes B & B SIG
>
Supplemental Data GoTo [More V|
!L'q- Add || B Update/Display

The Contract Lines Detail page displays.
Click the Detail tab.

Click on the Accounting Distribution hyperlink. Even though products default the accounting
distribution, you still need to access the Accounting Distribution page to enter the project ID on

the accounting distribution lines

Rev 8/15/2019
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;/Cardinal Project Accounting Aid
V4

501 PA354 Creating Non-Federal Recurring Contracts

Fawvorites + | Main Menu - » Customer Confracts + > Create and Amend ~ I General Information I» Fixed Amount Acctg Distrib
Accounting Distribution
B & B SIGNAL CO., LLC
Contract 0000001931 Line Num 1 Description Recurring Contract - 52750.00
Billing Amount 0.00 Revenue Amount 0.00 Unit 50100 Currency USD
Accounting Distributions Find | View Al First 4/ 10of1 '» Last
*Effective Date |08/14/201% [EH (=]
Revenue Personalize | Find | 22| = First ‘' 10f1 '} Last
Task FIPS Asset Agency Use 1 Agency Use 2 Eﬁfusinesa Project Activity Source Type Category
Q Q Q Q, Q 50100 |Q (0000014603 (@ (731 Q Q
< >
Return to General Infarmation
IE]Save I.Ef‘ Return to Search | |[=7] Notify | [ #] Update/Display ;’3 Include History | |57 Correct History

34. The project ID needs to be the same project ID you selected when selecting the project/activity
combination. Since the products default the accounting distribution, you need to be in correct
history mode to enter the project ID.

35. Click the Correct History button.
36. Scroall to the right to enter the following:
a. PC Business Unit: 50100
b.  Project: Project ID
c.  Activity: Enter or select the activity
Note: The activity value must be Active for the distribution to save.
37. Click the Save button.
38. Click the General Information link at the top of the page.
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Project Accounting Aid

/’j Cardinal

501 PA354 Creating Non-Federal Recurring Contracts

Favorites v ‘ Main Menu v > Customer Contracts v-
General H Lines

Contract Number 0000001991

Description :Pioperty @ge contract

Create and Amend v >  General Information

| INew wvinuow |

Sold To Customer B & B SIGNAL CO., LLC
*Contract Status PENDING Q

Add to My Contracts

Contract Admin |

Processing Status Pending

Region Code|
Contract Type|0

Currency Code USD

Exchange Rate Type [CRRNT

Contract Signed [08/14/2019

Contract Role |

Revenue Profile|

Use Project ChartFields: ¥/

) Other Information

) Summary of Amounts (?

Billing Plans Revenue Plans Milestones

|BJsave || Retumto Search

(] Notify |

General | Lines

Q Amendment Status
Q Business Unit VA Dept of Transportation
Q Contract Classification Standard
Last Amended
M Start Date 08/15/2019
[ End Date 10/11/2020
Q Last Update Date/Time 08/14/2019 1:57:41PM
Q Last Update User ID SHELLY.PRYOR
Separate Fixed Billing and Revenue: |
Separate As Incurred Billing and Revenue: |
Renewals Amount Allocation Supplemental Data GoTo |More v|

B} Add ||/ Update/Display

39. Select the Billing Plans hyperlink at the bottom of the page.

Rev 8/15/2019
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Project Accounting Aid

/f) Cardinal

501 PA354 Creating Non-Federal Recurring Contracts

Assign Billing Plan

Return to General Information

|G Retum to Search ||[=] Notity |

Favorites v ‘ Main Menu v > Customer Confracts v > CreateandAmend v > General Information > Assign Billing Plan

New Window | Help | Person

Contract 0000001991 Property damage contract
Sold To Customer B & B SIGNAL CO., LLC
Contract Lines to be Assigned / Unassigned Personalize | | View All | X | @ First (4 10f1 ‘»/ Last
Line Product Line Description Billing Amount Price Type Plan Plan Description Billing Method Status
01 REC_PRO04_2750 g;;gg'gog Contract - Recurring Recurring Monthly-14 Recurring Pending
Select All O clear Al
Bill Plan to Assign / Unassign
Billing Plan NEXT Q Billing Plan Template | Q
Billing Method | v Bill Plan Detail Template ID| (e}
Description
‘ Assign Assign selected Lines/Sequences to Billing Plan | Unassign | Unassign selected Lines/Sequences from Billing Plan

40. The Assign Billing Plan page displays. Select the Bill Plan for the contract line by clicking on the

link under Plan.

Rev 8/15/2019
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’)Cardinal Project Accounting Aid
V4

501 PA354 Creating Non-Federal Recurring Contracts

Favories = ‘ IMain Menu + » Customer Confracts » > Create and Amend » : General Information » Assign Billing Plan » Define Billing Plan
| Billing Plan General I| Recurring Detail || History |
Contract 0000001991 Bl Unit 50100
Sold To Customer 0000000147 B & B SIGNAL CO., LLC Bill To 0000000147 B &B SIGNAL CO., LLC
Billing Plan B101 Recurring Monthly-14 Currency USD
Description [Recurring Monthly-14 X *Billing Status
Billing Method |Recurring I Ready at Activation
Customer Information Amount Detail
BI Unit 50100 Q /A Dept of Transportation Billing Amount 0.00
*Bill To Customer 0000000147
Q B &BSIGNALCO,, LLC Total Amount 0.00
Addr Num 11Q =
Total Billing Histol 0.00
Bill To Contact Q g &
Billing Options
Bill Type |CCT Q [ Pre Approved
Bill Source |[PROJE Q [ pirect Invoice
VDOT Cther

Purchase Order

Billing Header Note Internal Motes

Billing Default Overrides
Invoice Form LANDSCAPE |Q

Cycle ID MONTHLY  |Q View Customer Defaults
Bill By ID PC_OTHER | Q Mon-Federal Project
Payment Method | V]
Payment Terms Q
Billing Inquiry Q,
Billing Specialist Q

Return to Assign Billing Plan

|[flsave ||[@" ReturntoSearch | [=] Nofify | |E Add || Upd

Billing Plan General | Recurring Detail | History

41. The Bill Plan General page displays. Select the Recurring Detail tab.

Rev 8/15/2019 Page 31 of 33
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Project Accounting Aid

501 PA354 Creating Non-Federal Recurring Contracts

Favorites ~

? Billing Plan General |

Main Menu -

Recurring Detail

> Customer Coniracts » > Create and Amend ~ )I General Information I Assign Billing Plan > Define Billing Plan

[ History |

Contract 0000001931
Sold To Customer 0000000147
B101

B & B SIGNAL CO, LLC

Billing Plan Recurring Monthly-14

Start Date [08/15/2012 |3

Bl Unit 50100
Bill To 00000DD147
Currency USD

Billing Status Pending

B & B SIGNAL CO_, LLC

End Date |10/11/2020 |[5]
Schedule MONTHLY12 |y
Preview Options

C Next Period

() End of Calendar Year

10M1/2020 |5

Billing Line MNote

Preview Results Personalize | Find | 2 | [ First ‘4 1-14 of 14 '}/ Last
Contract Line proguct Quantity hLT Period Start Date  Period End Date Unit Price  Total Amount
1 REC_PROD4_2750 1.0000 EA 08M15/2019 02/11/2019 243387 243387
1 REC_PROD4_2750 1.0000 EA 09M2/2019 10/11/2019 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 10M2/2019 111172019 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 111272019 1211172019 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 121272019 01/11/2020 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 0111272020 021172020 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 0271272020 03/11/2020 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 03/12/2020 04/11/2020 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 0411212020 05/11/2020 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 0512/2020 06/11/2020 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 06/12/2020 07/11/2020 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 071272020 02/11/2020 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 08M2/2020 09/11/2020 2,750.00 2,750.00
1 REC_PROD4_2750 1.0000 EA 09/M12/2020 10/11/2020 2,750.00 2,750.00

Return to Assign Billing Plan

(B Add |[A Upda

I | Esave IE{‘ Return to Search | |[Z] Notify

Billing Plan General | Recurring Detail | History

42. This tab allows you to preview the future recurring billing events associated with the bill plan. You
can also stop the recurring billing before the scheduled end date by changing the end date and
saving the page.

43. Under Preview Options section select the radio button beside Date.

44. Click the Preview button.

45. Click the Save button.

46. Click the General Information link on the Menu Bar.

Rev 8/15/2019 Page 32 of 33



Project Accounting Aid

/}) Cardinal

501 PA354 Creating Non-Federal Recurring Contracts

Favorites v ‘ Main Menu v > Customer Contracts v >

| General || Lines | Amendments

Contract Number 0000001991

Amendment Number 0000000000

\ Amend Contract |

Description Property damage contract
Contract Admin | Q

Region Code
Contract Type O
Currency Code USD
Exchange Rate Type CRRNT
Contract Signed 08/14/2019
Contract Role
Revenue Profile

Use Project ChartFields: V!

) Other Information
) Summary of Amounts (2

Billing Plans Revenue Plans Milestones Renewals

ﬁSave J & Retunto Search _ ||[=] Notify |

General | Lines | Amendments

Create and Amend v >

General Information

| New Window |

Sold To Customer B & B SIGNAL CO,, LLC
I *Contract Status ACTIVE CI

Add to My Contracts \

Processing Status Active
Amendment Status
Business Unit VA Dept of Transportation

Contract Classification Standard
Last Amended

Start Date 08/15/2019
End Date 10/11/2020
Last Update Date/Time 08/14/2019 3:24:37PM

Last Update User ID SHELLY.PRYOR
Separate Fixed Billing and Revenue:
Separate As Incurred Billing and Revenue:

Supplemental Data GoTo [More v|

S;\(ﬁq\ 7 Update/Display

47.

Pending to Active.
48. Click the Save button.
Rev 8/15/2019

The General Information page displays. Change the Contract Status of the contract from
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